
Knowledge Center Operational Group (KCOG) Tips 

How to Cancel a Class 

Step 1:  Follow this trail 

Home >> Administration >> Manage Training >> Classroom 

 

Step 2:  Type in the course number for the event you need to annotate, then hit search 

 

Step 3:  The course will populate, click the underlined title 

 

Step 4:  Click on Manage 

  

Step 5:  Click check out 
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Step 6:  Click on Section 

 

Step 7:  If you are looking for a class, which has not taken place, select current and hit search.  If the 

dates have past select date range in section status, and then the appropriate start date and end data 

and hit search. 

 

Step 8:  Select the appropriate course, select manage, and click on go 

 

Step 9:  Click on events 

 

Step 10:  Select the appropriate event, select edit event, and click on go. 
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Step 11:  Go to the event title and replace the title with (Cancellation) after the title and then go to the 

bottom of the page and hit save. 

 

Step 12:  Redo Steps 1 through 3 

Step 13:  Click on management enrollment 

 

Step 14:  If you are looking for a class, which has not taken place, select current and hit search.  If the 

dates have past select date range in section status, and then the appropriate start date and end data 

and hit search. 

 

Step 15:  Click on the box which corresponds with your course. 

 

Step 16:  Then click on cancel enrollment/waitlist 

 


